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Functional Series 400      INTERIM UPDATE 05-17 
Personnel 
 
SUBJECT:  Access to USAID Headquarters Building by Visiting USAID Foreign 

Service National (FSN) Employees 
 
NEW MATERIAL:  This Notice is being issued to provide procedures that will apply to 

USAID Foreign Service National (FSN) personal services 
contractors and direct hires requiring access to the Ronald Reagan 
Building (RRB) while on temporary duty (TDY) in 
USAID/Washington.  Any person without a photo ID issued by 
USAID or any of the other USG agencies housed in the RRB will be 
screened by the building security guards before entry is permitted.   

 
EFFECTIVE DATE:  12/02/2005 
 
         USAID/General Notice 
     POLICY   SEC and M/HR  
         12/02/2005 
 
SUBJECT:  Access to USAID Headquarters Building by Visiting USAID Foreign Service 
National (FSN) Employees 
 
This Notice is being issued to provide procedures that will apply to USAID Foreign 
Service National (FSN) personal services contractors and direct hires requiring access 
to the Ronald Reagan Building (RRB) while on temporary duty (TDY) in 
USAID/Washington. 
  
Any person without a photo ID issued by USAID or any of the other USG agencies 
housed in the RRB will be screened by the building security guards before entry is 
permitted.  After processing through the building security, FSN employees must 
proceed to the USAID lobby by 14th Street, and then to the USAID/State-designated 
station at the far right-hand end of the USAID Visitors Desk.  At that location, they must 
show their embassy-issued identification card so that the USAID security officer at the 
Visitors Desk can verify their USAID employment. The visiting FSN employee will then 
be provided with a USAID TDY building pass for the duration of his or her TDY in 
USAID/W. 
  
To expedite the verification process, the sponsoring office (normally, the 
Bureau/Independent Office management staff) should send an e-mail advising of the 
expected visit to the Security Mailbox, "SEC Security (USAID)," prior to the FSN 
employee's date of arrival to USAID/W.  E-mail requests must include the FSN's name, 
beginning and ending dates of the TDY, Mission location, and sponsor's contact 
information.  The pass must be returned by the employee to the Visitors Desk upon 
completion of their TDY. 

http://www.usaid.gov/policy/ads/400


 
The Bureau/Independent Office management staff may request that a photo building 
pass be issued for any TDY personnel (including FSNs) who are scheduled for TDY in 
USAID/W for more than five working days.  Such requests must be submitted on an AID 
500-1, Request to Issue (Reissue) a Building Pass, and sent electronically to the "SEC 
Badges (USAID)" mailbox.  Upon receipt, SEC will process the request and notify the 
Bureau/Independent Office management staff of the date and time the FSN may obtain 
the photo building pass.  
 
Once an FSN has been issued a TDY or photo building pass, the employee may 
proceed directly through the turnstiles.  USAID employees, including FSNs, will not be 
subjected to routine personal property screening by USAID's uniformed officers. 
  
The USAID Headquarters building has security controls similar to those of a chancery.  
There are designated unrestricted areas where no security clearance is required to 
enter, and restricted areas where a security clearance is required to enter without 
escort.  
  
The USAID TDY or photo building pass issued to FSNs enables employees to proceed 
unescorted through the turnstiles at the 14th and 13 « street lobbies into USAID space.  
The pass also permits the employees to enter USAID unrestricted space without escort.  
FSN employees on TDY are permitted to work in designated USAID/W unrestricted 
without escorts from 6:00 a.m. to 7:00 p.m.  TDY FSN personnel must be escorted at all 
times while visiting a USAID-designated restricted area.   
  
For additional information, see USAID/General Notice dated 10/05/2004, "USAID/W 
Restricted and Unrestricted Areas, Update," for a current listing of designated restricted 
and unrestricted areas within USAID/W.     
  
Points of Contact:  Any questions concerning this Notice may be directed to Patrick 
Butler, SEC/PIDS/IDS, (202) 712-0990, or Beth Salamanca, M/HR/PPIM, (202) 712-
5762.      
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